
Client Drop-in or Ancillary Services Workflow
Version 100903

Client presents with
question, problem, or

request

Schedule a New
Client Intake

appointment with
FN, LN, DOB,

presenting need,
phone number,

anonymous or not.

Refer to next
available intake

person

Yes

No

Review client eligibility
(LOD and specific
requirements for

request)

Can individual
wait for an

appt?

Yes

No

Complete

No

See New Client
Intake Workflow

Respond to current
question, problem, or
request (provide the

service)

Record Service Line
Item, Progress Notes,

and Outcome for
referrals

Does agency
provide the

requested service?

Yes

Does agency
perform client

intake?

Yes

Refer to an
agency that

does do intakes

No

Complete

See Service Provider
Appointment

LOD = Letter of Diagnosis
FN = First Name
LN = Last Name
DOB = Date of Birth

Search existing
agency clients by

name or other criteria

Is client
found?

Search by all
components of URN

for shared client

Is client
found?

Yes

No

Does the client
have aditional

needs?

Yes

Complete
No

Complete

Refer client to
appropriate

service provider

Enter referral on
the Care Plan

Enter Progress
Note, and Service

Line Item

Is there a
waitlist for CM?

Add individual to
the CM waitlist

Complete

Yes

No

Is there a
waitlist for
services?

No

Add individual to
the waitlist

Complete

Yes
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